GENERAL SERVICES
AGENCY

Department of Administration (DOA)
PROCUREMENT TRAINING

Presented by: Claudia S. Acfalle
Chief Procurement Officer



Department/Agency Responsibility

»Identify the need;

» After identifying the need a market research is
highly recommended;

»Conducting market research will assist in price
estimates, what options are available for such
requirement or need;



Continued...

»Shall search other similar jurisdictions
utilizing the type of equipment or services.

» After conducting a market research the
department/ agen(:ﬁ should have a better
understanding of their needs and/or options.

»Specifications must be written as generic as
possible and must be signed by the individual who
prepared the specifications and will be a part of
the procurement record.




Continued..

» After completion of specification a purchase
requisition is prepared through the automated
procurement system (AS400);

»The purchase requisition will go through the
automated approval process;

»Administrative Services Officer (ASO) will
determine funds availability, if available ASO will
encumber purchase request.



Role of GSA

» Receive purchase requisition through the automated
procurement system (AS400);

»Purchase requisition can be entertained or
processed by procurement only if the status of the
purchase requisition is “Encumbered”;

»>If status is “Encumbered” the Buyer can now begin
the procurement process. The Buyer will assess the
purchase requisition to determine what procurement
method will be used for such request;



EXAMPLE

GSAACFAC WRKRQP

6/13/13 22:22:42
Position to requisition number

Show Open Only? (Y/N) Y

Type option, press Enter.
2=Change 5=Display 7=Remarks 8=Asgn Buyer  9=RFQ(s)
14=Browse Trn 15=Return 17=Refer Req 21=Print

DeliverDte
Opt RegnNumber RequestDte AssgnBuyer DpDv Reqn total Tup Status

__ 01320000 D2/2013 5/02/2013 2000 eeeee.-- 0 Resubmitted
Encumbrance posted GSAMESAM DEPARTMENT OF YOUTH AFFAIRS

F3=Exit F5=Refresh F10=Position F12=Cancel




EXAMPLE

_Page 1

6/13/13

Requisition
Requisition

f .
type.

Current assigned buyer.
Last assigned buyer .

Requisition
Transaction
Encumbrance
Encumbrance
Encumbrance

amount.
add date.

create date .
cancel date .
adjust date .

Return flag .

Date added/user .
Date updated/user .

Enter=Continue

F3=Exit

: 0132000021
0
: GSAMESAM

0091 .35
b 2 2013

.5 2 2013

3/26/2013 DYASALEV
6/07/2013 DYASALEV

F12=Cancel

Roll=Next/Prev Scn

DSPRO
22:27:39




| Page 1 DSPRTRQ

6/13/13 22:28:39
Requisition #. . . . . . . : (132000021

Department/division. . . . : 20 00

Requisition amount . . . . : 50091 .35

Return date . . . . . . . : 5 2 2013

Return reason. . . . . . . : Returned as per Ven's email 5.2.13

Dept resubmit date . . . . : 6 13 2013
Dept resubmit notes. . . . : RESUBMITTED 6 13 2013 WITH AMENDED SPECS

Cleared by department user : DYATOVE.]
Date added/user . . . . . : 5/02/2013 GSAMESAM ——> Return date
Date updated/user . . . . : 6/13 J

Enter=Continue F3=Exit F12=Cancel Roll=Next/Prev Scn




GSASARRT

6/10/13
Position to requisition number
Show Open Only? (Y/N)

Type option, press Enter.
2=Change 5=Display 7=Remarks 8=Asgn Buyer  9=RFQ(s)
14=Browse Trn 15=Return 17=Refer Req 21=Print
DeliverDte

R ecHRDb AssgnBuyer DpDv heyn wuiar Tup dTH
0134200001 10/26/20 10/27/2012 4200 720000.00
Encumbrance posted GSAACFAC GUAM FIRE DEPARTMENT

0134200002 10/26/2012 10/27/2012 4200 699999.00 E NO Price Quote
Encumbrance posted GSAACFAC GUAM FIRE DEPARTMENT

0134200003 10/30/2012 10/31/2012 4200 40000.00 0 P/0 Created
Encumbrance posted GSAPAULB GUAM FIRE DEPARTMENT

0134200004 11/15/2012 11/16/2012 4200 565940.00 E P/0 Created
Encumbrance posted GSAPAULB GUAM FIRE DEPARTMENT

0134200005 12/27/2012 12/28/2012 4200 1295.00 0 P/0 Created
Encumbrance posted GSAACFAC GUAM FIRE DEPARTMENT

F3=Exit F5=Refresh F10=Position Fi12=Cancel




Emergency Procurement
Method

continuation



2 GAR Division 4 §3113
Emergency Procurement

» Not withstanding any other provision of the Guam
Procurement Act, the CPO, the Director of Public
Works, the head of a Purchasing Agency, or their
designee may make or authorize others to make
emergency procurement when there exists a threat to
public health, welfare, or safety under
emergency conditions..., provided that the
procurement agent must solicit at least three informal
price quotations, and the bidder that has provided the
needed supplies and services to the Government of
Guam within the preceding 12 months.

11



>

Procedure

Continued...

Upon receipt of a purchase requisition for an
emergency procurement through the AS400 and
the status is “Encumbered Posted” the
procurement process is as follows:

The Buyer will contact the ASO/End-User to rovide
the justification for the emergency request same day or no
later than the next working day upon receipt of request. If
the end-user fails to submit the justification as requested the
purchase requisition will be returned without action.

12



Continued...

« The Buyer will review the justification
provided by the end-user to make sure it

meets the emergency conditions as stated in
the 2 GAR Division 4 and the 5 GCA Chapter

5.

« If the justification meets the conditions the
Buyer will prepare a “Certification of
Emergency” addressed to the Governor of
Guam explaining what the emergency
situation and request for his approval.

13



Continued...

« Upon receipt of the Governor’s approval, is the
start of the procurement process. Before an
award is made a copy of the Certification of
Emergency approved by the Governor shall be
forwarded to the Speaker of the Legislature.

* The Buyer will prepare the request for
quotation (RFQ) form to solicit from at least 3
vendors that has provided such supplies or
services within the last preceding 12 months to
the government of Guam.

14



Continued...

« The Buyer will fax the RFQs to the 3 vendors
same day or no later than the next working day
upon receipt of approval of the Certificate of
Emergency. The RFQ will indicate that goods
must be delivered in 30 days.

* The Buyer will attach the fax confirming sheet
as evidence that GSA solicited to at least 3
vendors. The Buyer will inform the vendors that
there is an emergency in effect and we need the
price quotations to be provided as soon as
possible or immediate.

15



Continued...

» Upon receipt of the price quotations the Buyer
will in-put the vendor prices into the AS400
system to create the abstract form same day or
no later than the next working day upon
receipt of quotation.

« Upon completion of the abstract the Buyer will
prepare the purchase order and award to the
lowest responsible and responsive bidder upon
approval by the CPO.

16



Continued...

« Upon approval by the CPO the Buyer will
follow-up with the department/agency to
make sure a copy of the receiving report is
provided to GSA to complete the
procurement file.

17



Continued...

» The Buyer will fax the RFQ to the vendors requesting for
price quotation.

« The Buyer will follow-up with the vendors and explain to
the vendor that there is an emergency situation

18



Small Purchase Method

Continuation



2 GAR Division 4 § 3111(c) Competition for Small
Purchases of Supplies or Services Between $500 and
$25,000.

» (1) Procedure.

Insofar as it is practical for small purchases of
supplies or services between $500. and $25,000.
no less than three positive written quotations from
businesses shall be solicited, recorded and placed
in the procurement file. Awards shall be made to
the lowest responsible and responsive bidder.

» (2) Records.

The names of the business and authorized
personnel submitting quotations to include the
date and amount of each quotations shall be
recorded and maintained as a public record.

20



» A purchase requisition shall be submitted via
the automated procurement module (AS400).

»The status of the purchase requisition has to be
“Encumbrance Posted” before the Buyer can
begin the procurement process as follows:

21



EXAMPLE

GSARCFAC WRKRQP
6/12/13 = 17:57:46
Position to requisition number . ;
Show Open Only? (Y/N) . . . . . . . . N
Tupe option, press Enter.

2=Change 5=Display 7=Remarks 8=Asgn Buyer  9=RFQ(s)

14=Browse Trn 15=Return 17=Refer Req 21=Print

DeliverDte

Opt RegnNumber RequestDte AssgnBuuer Dply  Regn total Tup Status

__ 01323000 /13/2013 12/13/2013 2300 E Resubmitted
CEncunbrance posted > GSACRUZA  DEPARTMENT OF MENTAL HEALTH & SUBSTANCE
. 0 U073 —271472013 3/01/2013 2300 0 Returned

Encumbrance canceled GSACRUZA DEPARTMENT OF MENTAL HEALTH & SUBSTANCE
0132300074 2/14/2013 2/18/2013 2300 0 P/0 Created
Encumbrance posted GSAACFAC DEPARTMENT OF MENTAL HEALTH & SUBSTANCE
0132300075 2/14/2013 2/18/2013 2300 0 P/0 Created
Encumbrance posted GSAACFAC DEPARTMENT OF MENTAL HEALTH & SUBSTANCE
0132300076 2/18/2013 2/20/2013 2300 S 0 P/0 Created
Encumbrance posted GSALLANP DEPARTMENT OF MENTAL HEALTH & SUBSTANCE

F3=Ex1t FH=Refresh F10=Position Fi1Z2=Cancel




Copy of Purchase Requisition
EXAMPLE

REQUISTTION

|
| REQUISITION i Q130280214 |
| APPROPRIATION: S101H110280HS1HAZSO |

| TO:

PROCUREMENT FACTLITIES MGMT. DIVISTION ADMINISTRATOR

CTUMBERED DA 1
|

SUBMITTED BY:

Ouenga, Marie T. -Office of Homeland S
AUTHORIZED DEPARTMENT REPRESENTATIVE STGNATURE DATE
DEPARTMENT,/DIVISION: STATE HOMELAND SECURITY PROGRA REQUEST DATE: 6/06/2013
|
| TTEM | | I | |
F NO . ‘ DESCRIPTION OF ITEM oM OTY | UNIT PRICE | AMOUNT |
I [ _ N : |
1 SAMSUNG 50 INCH LED HDTV OR EA 2 1499 .00 2998 .00 |
STMILAR

MODEL : UNS0EH

TO BE USED IN THE:

INITIAL OPERATING FACILITY
(IOF)

INSTALLATION CHARGE EA 1 i180.00 1i80.00

AUTHORIZED PERSONNEL:
LUCTLLE PALOMO
KENNY ARTERO

3178.00 |

JUSTIFICATION: !
SUGGESTED VENDOR MICROPAC 646-9304

*

PRINT NAME & SIGN [ ) APPROVAL (4 ) DISAPPROVAL

(CERTILFYING OFFICER)

RECEIVED BY DATE APPROVING AUTHORITY (DIRE(“!'I'OR)

23



Continued...

»The purchase requisition status is
“Encumbrance Posted” the Buyer will now
prepare the Request for Quotation (RFQ)
through the informal process same day or no
later than the next working day from the
date of encumbrance posted status.

24



Continued...

»The Buyer will fax the RFQs to the vendors
noted on the AS400 system same day the
RFQs are printed.

» The Buyer will attach the fax confirming
sheet to the purchase requisition. The

vendors are given 3 days to respond to the
RFQ)s.

25



Preparation of Request for Quotation
via AS400
EXAMPLE

- GSAACTAC PRCRI Q3
6/12/13 18:30:49

Request for guote number: RFQ13003369

Submission date . . . . . 6 12 2013
Quotation due date. . . . 6 17 2013

Enter vendors for which letters of quotation should be prepared
Dr271501 DIMENSION SYSTEMS 671 6462006 N
cCog96104 COMPUTER 2000 671 6465095 N
50098307 SANFORD TECHNOLOGY GROUP AND 671 6470800 N

F3=Exit FA=Prompt > F6=Process Fi1Z2=Cancel




Copy of Request for Quotation (RFQ)
EXAMPLE

TRLFY iar 1 Mamgiae ;oo yaanes E0A. Tercla
TR IR« & PR o1 T
FAK B, 1 AFHR-1LTRT

Pleane cespond ap soon possible | Wegquisdtion Humbeer; QLi0300214 | Dates 1
e wmas Gacmr o ERawwEs g L R = T | sErLy WD BT UL BB AL i [ S IR |
[ — —— S [ S

W | | PLEASE PRI IAN RO QLR DBELIVENYT TIME
| AMD TERME BABED ON IF.O.8, DESTIMATION FOR |
AAIARN, EILR NRE SRR | THE ITEME LIETED BELOW. PLEASE RESPOND RY |

TN RO TR
Fhaomm {(&7FL) Gafh- 92304 Peax (GFL) Gd6h- 9506
o |_"F'F:IUII.F Humbaar ¢

SIS ST | h!l,-' T A fai-ilTp'anu'r'-— i - CUDDe Dl )

N—— p— —
This prarty mesbkdnsg Ches fowespordaiey Feidol e sperasl v ol § Pl
madd Dididesr agress, CThart they avre Fually aware @l s in |
comrnd lance wich Ticle % @0 A, Chapter % - S001 amd SH02|

&% Dolivery Donte Roguireds

o el dwery Dwmtes OF Faeredd

|
|
|
e | Wagpes Timf@srmianasrdoan, amd Fhab Fhea abFacbfeacl 4 e e s |
"Hlen v o | rocont domusd by 0.8, D.O.L. for the poaltions ceoud red ]
| wes dmpmlemees see csgred el sseebores e pees Dk Fok ol o |
PPrlocasm goasd fora Dy | sgeecd A oscl o, |
| s s B aoera g wEedow e Ry ol s juoap s T owssa L ADy  Clasi Cless |
| Caetm mimted abwsws ars o |
| SRR LT FERE SEU ]
i, offering Keoycls lri'nrll.:lr":TIT_f'i"l:::'l" [ R T T

E] @fferving BRiodegradanle Prroduces {( ) YEZE () MO
Fieaame mpeparatie yYour offer of rescyclable andfor biodegradable productm
Frrmm ragular preadoasEm

]

I

I

|

oA W ae L LR U L aF B OEF mE W |

| A LIFd a1 1 WL | FVAE e E

ITHM| DEACRIPFTION - OR EQUIAL TRICKE | (L = ] BILITY |
|

1 | MAMEUNG B0 THEH LED HETEYV O I ) I E

| BIMI AR | |

| BACTVIRT. o TR S | I

|T™ES ME UARD IN THRE | 1

L T e e e i i

| { ECIrh i 1

| I _ P I |

Z | THATALLATION CHARGE |

| - | |

I | | |

HOTH: Tho Sovearpnment of Gousm onoooraogpe offaca FENDLY* prosiao s,
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The status of the purchase requisition
now reads “Missing Vendor Reply”

GSARCFAC WRKRFD
G/12/13 18:38: 41
Position to reguisition number . . . . Q132300072
lype option, press Enter,
Z=Change 4=Delete S=Display f=Quotes 9=Close RFQ
Opt BegnNumber Line Description ClosedDate
REQ _H Stat
- 0132300072 1 TO PURCHASE DESETOP COMPUTERS
RFO13003369 DESCRIFTION AS FOLLOWS:

F3=Exit FS=Refresh Fe=Rdd FiZz=Cancel




After the RFQ expiration date the Buyer will in-put
the vendor quotes (prices) into the AS400
to generate the abstract form.

= iSession A - [24 x 80]

File= Edit Wiew Communication Actions Window Help
| (| @] wh %] & & @@
GSAACFAC PRCPQD
6/12/13 19:21:26
RFQ H . . . . . . . : RFQ13003369 ReqnType: E Reqd Qty:
Requisition, line #H : Q132300072 1 UoM . . : EA Line Amt: 6,432 .00
Description . . . . : TO PURCHASE DESKTOP COMPUTERS
Blanket Purchase? . . RFP?. . . _ MoreDesc? _
TimD1lwv Oty UOH U--= === Extension Dsc % Lc1P% Line amount
AwardQty BPA award amt
D7271501 DIMENSION SYSTEMS (S&H)
3 EA 20.000 60.00 60 .00
S0098307 SANFORD TECHNOLOGY GROUP AND (S&H)
3 EA 21.000 63.00 63 .00
C0O096104 COMPUTER 2000 (S&H)
3 EA 22 .000 66 .00 66 .00
TotQty Total award w/S&H:
F3=Exit F6=Process F12=Cancel
MAR a MW

The cursor is on row B, column 24.
Input is not inhibited.

Insert Mode is off.

Caps Lock is off. 3270 Numeric Lock is off. hd

4" 1902 - Session successfully starked GSANZ395 on Ne02:

{3

‘4 start /2 =E @ 7 | /2 GovGuam GSA Mail - 1. | (] Microsoft PowerPoint ... =8 Session A - [24 x 50] Desktop @ Lk O 721 P



Copy of Purchase Order

EXAMPLE

PURCHASE ORDER
GENERAL SERVICES AGENCY
DEPARTMENT OF ADMINISTRATION
GSOVERNMENT OF GUAM

148 Route 1
arine Drive
Pt C‘uom 96925

TRAN CODE A D

THIS PURCHASE ORDER NUMBER
No PI36A0G4733

MUST APPEAR ON ALL INVOICES
PACKING SLIPS, PAC

P, AGES, B/L

CORRESPONDENCE ETC.

FOB S AIR FREIGHT TEL CONTACT | SHIP VIA: DATE JOB ORDER NO. SBict
2 511 - Z01 B 13301 31¢
PREPAID-SHOW SHIPFY PARAT M ON INVO!
VENDOR | o
- 10057073 1 ligs
9 i
S | od
> S 14
P BL ARG Ly Sl = 5 T
= s SZ4 d7:7671 &4B— o)
AUTHORITY 33 INVITATION NO. 3 CONTRACT NO. T!\{E FOR QEUVERY
'TEM ARTICLES ©F SERVICES oo Qry. UNIT UNIT PRICE AMOUNT DOCUMENT NUMBER FAC
3 OF 3 Z8.000 Z56.00 Q13131060711 1
O b S
T
<
IZED ' PURCRASES OR SERVICES.
ies due the Government
arned checks plus forx
to pay accordinglly .
DATED DAMAGE CLAUSE 1IN SECTHOCN
SPECIAL INSTRUCTION S TO YENDOR: SE6. D0 A. DO NOT FILL THIS ORDER
B. SEND CERTIFIED ANO THREE (3) cores OF BEPARTMENT OF ADMINISTRATION: UR TOT/
GOVERNMENT OF GUAM. P.O. BOX 884. AGANA. GUAM 96910 PTOUR FIATCOSY

<. BAMENT INTHARTY. (30) RS UPON RECEIPT OF MERCHANDISE IN GUAM IN GOOD CONBITION.
D. CONDITIONS ON REVERSE SIDE

£ UBJECT TO
o *‘rms ORDER IS SUBJECT TO THE SPECIAL

F. < ON ALL AIR SHIPMENTS HAVE AIR FREIGHT COMPANY CALL
IN GUAM.

PROVISIONS, AND BID GENERAL TERMS AND CONBITIONS SPECIFIED ON THIS BID.

THIS NUMBER UPON ARRIVAL OF GO®BS

_g EXCEEDS THIS TOTAL.

<
INSERT CHANGES AND RETURN
THilS ORDER FOR AMENDMENT.

ADWV/ £ PAYMENT
NTH
PAYMENT

FAGE| ENFLOyeD

Frocurement {Officer

Control No.

=
MASTER RECEIPT COPY

S TVLES = —d

30



Continued...

> Deliverables.

When Supplies are delivered to department/ agency the
responsibility of the department/ agency is to enter the invoice
into the AS400 system same day or no later than the next
working day upon receipt of goods or supplies. Failure to
comply with this process goods or supplies will be delivered to

GSA and department/agency will pick-up goods or supplies at
GSA.

31



Continued...

» Receiving Report Form.
Upon receipt of goods or supplies department/

agency shall complete the Receiving Report Form
and submit the original copy and the invoice to
accounts payable section at DOA. A copy of the
receiving report and invoice shall be submitted to
GSA to close the procurement process.

32



Blanket Purchase Agreement (BPA)
Method

continuation



Agreement (BPA)

General.

> A BPA (1) is a simplified method of filing
anticipated repetitive needs for supplies or
services by establishing “charge accounts” with
qualified sources of supply and is to be used only
if the services or supplies cannot be properly
identified as to the quantity and the type of
services or supplies required.

34



Purchase under BPA.

Continued...

» Purchases under BPAs shall not exceed $25,000. for

supplies or services.

» The existence of a BPA does not justify purchasing
from only one source. Whenever possible, the CPO, the

Director of Public Works, or t!
agency must provide for equal

ne head of a purchasing
| distribution of the BPA

to at least three separate vend

OT'S.

35



Continued...

Review Procedure.

> The CPO, the Director of Public Works, or the
Purchasing Agency, shall review a sufficient
random sample of the BPA files at least annually

to ensure that authorized procedures are being
followed.

» Ensure that each BPA is reviewed at least
annually and , if necessary updated at that time

36



» Purchase Requisition is entered via the AS400
system. The status of the purchase requisition is
“Encumbrance Posted”. The Buyer shall proceed
with procurement process as follows:

» When using the BPA method of procurement the
Buyer shall award to three vendors equally divided
in the dollar amount.

37



Continued...

»The purchase order shall indicate the authorized
individual to purchase under the BPA.

» The purchase order shall indicate that the
“purchase order shall expire September 30, 20__,
or upon exhaustion of funds” whichever occurs
first.

38



procurement file. The tally sheet is used to
monitor and ensure department/agency does not
exceed the amount indicated on the purchase
order; and

»The tally sheet is also a tool established by the
CPO to monitor purchases to ensure that

unauthorized purchases are not made relative to
the BPA.

39



EXAMPLE

rolst of Contact
BLITE PRINTING

Date
Phoee 471 S8
rax 8 ATL S4% T4
Belivery
| smscxIvrIoN I oy
BLANEET PURCHASE ACREIZSeENT ]

TO COVER THE COST FOR
DIYING SX -
KERE . DASHERS , KT
B AS NEEDED BA
UPON RECELIPT OF
R AND EXPINY
2013 On UwOm
¥ TONDS, NI CNEVES

AUTHORIEED PERSCNINEL

PPI RICNARD COTELRSSR

ED POPPR, TANTA DEZAD
AN TUDELA

¥ 13400294

APPROPRIATION ™

Vondor M. Vieleen)

STORIA PRINTING AND OR

0. BOX 1990
TANUNING, OU 24331

Point of Comtact
VICTORIA
Cate

| Oory |owmiy meicw| sErressios

Salecte

{13A0t20C P 13ed 0276
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EXAMPLE

PURCHASE ORDER 'TRAN CODE
GENERAL SERVICES AGENCY
DEPARTMENT OF ADMINISTRATION
GOVER’NMU\H OF GUAM

THIS PURCHAS

200Zm<

AT 5% rovmAncni ss TRACT M
= A 165 OF < 4 =
|
|

{ TO (DETERNISE COMPLIANCE

"y

“men

“"w tﬂ W Y )

3
“1 \




EXAMPLE

200Zm<

[To

DEPARTMENT OF ADMINISTRATION

PURCHASE ORDER

GENERAL SERVICES AGENCY

HIS PURCH

GOVERNMENT OF GUAM

UTHORIZED" PURCHASES
modies due the

'
ued checks
to pay

ICALLY REVIEW TO DETERMINE

Vgirpuzpﬁ_e_a/_l 75

OR SERVICES
Coxerament|
plus for
accordingly.

CORFPLIANCE

SOMITIEINT OF ATPIRIITIA™

A

> ; o/w//t/

cialle Chief

Control No
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EXAMPLE

A00Z2m<

& AR e

0

TRAN CODE

"URCHASE ORD

PURCHASE ORDER
GENERAL SERVICES AGENCY
DEPARTMENT OF ADMINISTRATION

ER NUMBER

P13ISA00278

P
L ASTCLES OF < ix] T L c |
s 3 —— - 3 ||
- L ] . 4 .
s re 2 . |
” 1 — . A DOMNOTF
w azeeparaaNERe 500.00 - =
= ‘s "
<
o
. PPARAL IO AN INEXETIONG ST A ED Ors Tols
. T AR ST PORALY CALL THaS PR UM O AMARL. OF COO0H

— T&ﬁfﬂ'7W%§&kw4’gﬁi'%%3
i ..:-_.x.;“r._;‘.xt Chiel z
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Method

continuation



2 GAR Division 4 § 3112 Sole Source
Procurement

Condition for use of Sole Source.

» Sole source procurement is not permissible unless
a requirement is available from only a single
supplier. A requirement for a particular proprietary
item does not justify a sole source procurement if
there is more than one potential bidder or offeror
for that item. The following are examples of
circumstances which could necessitate sole source
procurement:

45



Continued...

(1) Where the compatibility of equipment,
accessories, or replacement parts is the
paramount consideration;

(2) Where a sole supplier’s item is needed for trial use or
testing;

(3) Where a sole supplier’s item is to be procured for
resale;

(4) Where public utility services are to be procure;

(5) Where supplies are offered through bankruptcy or
receivership sales, or other disposition at lower than
prevailing market prices.

46



Continued...

Sole Source Procedure.

» When a purchase requisition is entered through the AS400
system and is $25,000. and above the department/agency
indicates sole source.

»The Buyer will review the request for sole source to ensure it
meets the conditions for use of sole source pursuant to 2 GAR
Division 4 § 3112 or the 5 GCA § 5214.

47



Continued...

» The Buyer will also check Request for Interest
issued by GSA once every fiscal year to test the
market if any new company may have been
established for the different requirements at least
annually.

» The Buyer will request from the department for a
justification letter justifying the need for sole source
if it is for compatibility purposes or warranty.

48



the Buyer will follow up with the
department/agency if any negotiations took place
if yes, the Buyer will request from the
department/agency for a copy to be submitted for
the procurement file.

»Once the Buyer receives all the necessary
documents the Buyer will prepare the standard
inter-office memorandum for the CPO’s approval
together with the purchase order.

49



Continued...

»Pursuant to 5248 GSA is required to submit
annually all purchases made under sole source
procurement to the Legislature.

50



EXAMPLE

Eddie Baza Calvo GENERAL SERVICES AGENCY Ray Tenorio
Governor A (Ahensian Setbision Minirat) Lieutenant Governor

Department of Administration
Benita A. Manglona 148 Route 1 Marine Drive, Pit, Guam 96915 Anthony C. Blaz
"E::g?" Tel: (671) 475-1707 Fax Nos: (671) 475-1727 / 475-1716 Deputy Director
Uepuiy Direcior
DATE:

INTEROFFICE MEMORANDUM

TO: File
FROM: Buyer
SUBJECT: Request for Sole Source Procurement and Determinarion

Reference: Requisition No. Date:

Based on our review of this document, the sole source method of procurement is justified as
follows:

(X) Direct to ( ) Publisher; ( ) Only Source available at the time the materials/services are
needed; ( ) Only distributor/agent.

{ ) Awaxrd based on the compatibility of equipment, accessories, or replacement parts

{ Items, equipment or materials are standard and uniform to the government

() Item is needed for Lrial use or testing.

Item is to be procured for resale.

-

Public Utilitiy Services are to be procured.

3 are offered rough bankruptcy or receivership sales, or other disposition

Suppli
at -lower than prevailing market prices.

{ ) Otheris): I e —

In view of the above, we have determined that the request by N _ —
for the procurement of:

has met the test for sole source as stated in Section 3112 of the Guam Procurement
Regulations. Therefore, this sole source procurement is in the best interest of the
Government of Guam and the tax payers of Guam.

Submitted by:

llanes, Paul T.

Concurred:

[ ) Approved

{ ) Disapproved o )
Claudia §. Acfalle
Chief Procurement Officer

51



EXAMPLE

P.O. box FG, Agana, Cuam 56910
Tek 4778836 - 8 » Teletax: 4724217

Accounubility . Impartiality = Competence . Openness T‘T:l
JUN 1_ 1395
FSTE5 AGEINCY FRCCITURAL DIRECTIVE 95-01
TS: All Cerartmencs and Agency Heads
Degarz=menc/Agency Procurement Staff
Chief Procurement Officer
Subject Procurement Procedure for Memberships, Subscriptions,

Registration or Entrance Fees and Postal Services

Almost 35% of che above-subject services require payment prior to
ch effective date of the service. In order to eliminate
ecessary delays, the following is to be implemented when
processing such order:

i. Subscriptions/Mexbership (Asscciations)
a) All orders must be accompanied by leaflets

(brochures) showing price, dexcriprion and complete
mailing address.

b) The following notation shall be inscribed on the
face of the purchase order (sample inscription):

(1) Payment for (1 veax) subscription of (pusbex
of iesues) .

(2)_ Payment for (6] yvearx) membership dues .
Duration pericd from to

2. PEoetal Services

Indicate the service period on the requisition. Example :
Poscal services from to

3 Registration/Entrance Fees

Indicate the commencement date of the activity

: e v res cayvent for the above services, please cice
"3 = mgany purcthase order before mailing” cn =l e

o

.
Commonwealth N\
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{Ahension Sethision Hinirat)
Edie Bugy Goben Department of Administration S —
Gewnsitior Government of Guam LL Gmarney
148 Route 1 Marine Drive Corps, Piti, Guam 96915
Tel: 476-1707-13 Fax: 472-42171475-1 T16/475-1727
THIS ADVERTISEMENT WAS PAID WITH GOVERNMENT FUNDS BY:
GENERAL SERVIGES AGENCY

TO0 IN ES 0O

The Giemeral Sarvices Agency [554) & in the pracess of estataishing a kst of wendors willing to prowide maintenance service and for supplies to the qovemment of Guam,
| Flease inguise nd pick b & st of the mesded mienanee, service andfor supplies from the Gensral Services Agency in Fiti mnder RF1-12-001 {Le. swimming poal
deaning supplies such 25 chisring: mainbenance pngram fir surveillance squipment such 2 CCTVS to indude pérts and supplies; maintenance pragram far [-Series

m GSA General Services Agency _ @

communication equipment; air-time servioes, parts and equipment for an |-Cannect base

communication system, must be compatitle o an Connec B two-way

tommunication radio syigen; software loese maintenance services for the GP{) Law
AGURY Systems & PAGLU Systems mainzenance and spport services [DPHSE): PHERD S0
(s Liliearies): Software Manenande - Horizon (Guam Libwrarles); Alarm System Mani

Enfacement Records Managesent Systems (LERMS]; Metr Ethemet Services:
Fiware maimenznce techeiizal support (DPHSS) - 3501 Detection System service
toeing Maintenzmce Patrel Alarm Response [Dept. of Fiew & Tax, DPHSS); Software

Igintenance for iSerios Host Based Systems (DRT); Mazs Fransh Services [GETA);

Frogramming/Ceding of Election Eallots & E Froms {GEC); Maintenance & Inspection of

M550 Tabulating marhines & Haction Site Suppon (GEC); Web Site Maisteriange (IHAHEAY, Annual Software Assurance Liceses (DEM); Annud Uniface Softwaré
Maintenance {[LM]; Software SopportMaimtenance for pharmacy system (IMHSAL; Technical Suppart Services far FIRM/ASE00 (BACIS] for Dept. of Administration;

Miaintenance of G54 Procurementt odule |D0W): Smartnes maneenance i

FL; copieT equipment maintnance: ek,

el address by the fillowing addeess no later thas barch 30, 12,

M imtesested vendars shall subenit 2 [etter of inbersst 1o G54, 1o inciude 2 copry of business license, tompany address, cantact name, phone number, fax numsber and

Department of Administration

| o/ Chif Precurement (dficer
Gemeral Services Agency

! 148 Route 1 Marine (aeps Drive

Piti, Guam %415

W foak forwiard 1o your intcrest in doing business Will e Goverment of Guam, Generad Services Agency, Department of Administration,
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EXAMPLE

WN -

DENE Oa

TO ALL INTERESTED VENDORS
WILLING TO PROVIDE THE FOLLOWING SERVICES AND/OR SUPPLIES TO
THE GOVERNMENT OF GUAM

SERVICES AN SUPPLIES FOR GO NMENT OF GUAM

Provide Profs Teost Services for SRCHC Laboratory’s CLIA & CCT
anmemuﬁmWWL‘wnw

je Publ 1 2013 M are & M sde Reimbursement Update

Provide ABGC s Scoring & Diagnostc Profie F ee for Waler/Wastowater Operator Cerification

Ysm-.wmmlmumho

Provide Reguiar jon of C. we Fee Bureau of Communicable Disease
Control, Central Lab)
mmmmummmcmw
Provide Jot Ski Repawr Service - for “Kawasaki"
e 10MB C 1 from GFD 1o GGWN via Aerial F iber
Provide "National Advertisement™ of Health Professionals Position in recruitment “JADA" ("Journal
of the American Ds A i 1%) “for Public Health Nutrition - Position #6073.)
quow.l-CdlormMaooo Teostng Samples
Provide Annual \ e Support for immur gram WebIZ Immi Regstiry
m.
Provide Annual M e Checkpoint Frewall (DPHSS).
Provide Intrusion Monitoring and Service. . Opening and Closing Reports
je Incinerator m(iorc«nm&m
Provide Airtime for Digital Pagers.
Upgrade of V Ac {original by H ‘Pacific Co.) 1o continue with
I_gmmmLuMOO ng warranty
Pummommmmmmwu— Psychiatrists (BE & & BC), Cinical
Psychologists, Psychiatric Social Workers, Occy o i Ther Recreational Therapists,

mﬁnﬂﬁss:;ad\wwmm and Community Nutritionists.
Unimited Airtime - ; for I5 Series Motorola 2-way Radios

20 |[Provide Machine Maintenance: IBM 9406 iSerios 825 Server OS1400 and ISVOS Software
21 ow%mm Collert R, Colilert-18 R, and Enterolert TM.
Provide 8 Hour Hazardous Waste aﬁom(ﬂazwopov)u\d pency ponse’Hazardous
22 Materials Technician Annual Refresher T
23 Provide Machine Printer Maintenance: 1BM 9406 iSeres 825 Server
24 Provide Maintenance & for AGUPA-O & PAGU Systems.
25 Provide Service Maintenance for Copers
26 jo Refill of Oxygen Botties
27  [Training In Maritme & Maritime Ar and Intensive Field School
28 MMM"WMW%@,_
29 Mass Transit: Demand ; Foved , Para Transt Service.)
Provide Annual Fee for: e License 65-1800 and 65-1801 (Southern & Northern Regwon
30 Community Center).
31 Provide Renewal of Onkine S iption 1o the Law Net Corp.
32 .
33 cww:mzoocrossms% Hydrogen.
D Ambulances, Fire Trucks & Foresiry Units not covered under
34
RF1-12-001 Page 10f 6
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EXAMPLE

m e

Pacific Data Systems

MEMORANDUM

January 24, 2013

To Whom It May Concem:

| am writing to certify that Pacific Data Systems is cumently the only
authorized distributor to provide products, supplies, and services for
Pitney Bowes in Guam

Thank you

John D
President/COO

188 lipog Drive, HBC Suite I04A, Tamuning, GU 96313
Main: (§71) J00-0200 | Fax: (6T1) I00-0265 | www. pduguam. com
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EXAMPLE

Pitney Bowes (Asia Pacific) Pt Ltd

#,':g Pitney Bowes 10 Hoe Chiang Road, #18-08

Keppel Towers, Singapore 080315
Tet (85) 8499 9288
Fax (66) 8223 0737
Company Reg No.. 2007 10530M

TO Ciaudia S. Acfalle
Chief Procurement Officer
General Services Agency
148 Route 1 Marine Drive
Piti. GU 968915

Dear Madam

Authorised Dealer in Guam

This is 1o certify that Pacific Data Systems, with its registered office address at 185
lipog Drive, Suite 204A, Tamuning, GU 96813, is cumrently our sole source
authorised dealer for Pitney Bowes products and services in Guam

The authorization is valid for 1 year from date of issue. uniess otherwise notified to
you

Yours sincerely,
For and on behalf of Pitney Bowes (Asia Pacific) Pte Lid

L,
i
i

Adelene Ong

Vice President. Channels & Alliances
Asia Pacific, Middie East & Africa
Pitney Bowes (Asia Pacific) Pte Lid
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EXAMPLE

Distributorship certi_Tech evo.jpg - GovGuam GSA Mail Page 1 of |

Certificate of Distributorship

This is to certify that the undermentioned firm is an authorized
distributor of Recognition Systems Handkey and Handpunch
hand reader in the territory of Guam, Micronesiaand the
Mariana Islands. Anditis valid until December 31th 2010.

Firm Name: Tech Evo
Representative: Michael B. Kumar

Park. [ﬂfouné Hwi’ Sales General Nanager Qﬂjlngersoll Rand

Ingersoll Rand Security Technologies

Securnity Technologies

Jan 1™,2010

Ya
o
http://mail.google.com/a/gsa. guam.gov/7ui= | &view=att&th=127cb5c6c | 7e288f&attid=0. | &disp=inline&zw 4/572010

57



